CM/ECF Attorney Adversary Case Opening - Page 1

Adversary Case Opening

For Attorneys

Opening an Adversary proceeding involves entering the necessary information regarding
the plaintiff, defendant, and basic statistical data. The complaint is incorporated into this
process and will not need to be docketed separately. During the filing of this event
(unlike the opening of a Bankruptcy Case), the attorney for the plaintiff must select
himself/herself at the attorney selection screen. (Refer to Step 9, page 6)

STEP 1 Click the Adversary hyperlink on the CM/ECF main menu bar.
(See Figure 1.)

3 o)
UECF Bankruptcy » Adversary + Query + Reports + Utiities « Logout o_

Figure 1

STEP 2 Click on the Open AP Case hyperlink displayed on the
ADVERSARY EVENTS screen. (See Figure 2.)

=Y
EECF Bankruptcy  «  Adversary  + Query + Reports o Utlities + Logout ?

Adversary Events

Answers,

Complant & Summons
Motions

Notices
Open AP Case

Figure 2

STEP 3 The CASE DATA screen displays. (See Figure 3.)

| SE

Open Adversary Case

o
Bankruptcy +  Adversary s+ Query +« Reports + Utilities « Logout ?

Case type Im -

Date filed /4/2002

Complaint Iy -
Next Clear

Figure 3
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STEP 4

NOTE:

The case number will be generated at the end of this process.
Make sure you take note of it on the final screen.

The current date is displayed next to Date Filed.

The Case Type value is ap for adversary proceeding. There is no
other selection.

The Complaint field signifies the lead event for this proceeding. If
you are filing something other than a complaint such as a Notice
of Removal, select (n) for no.

Click [Next].

The LEAD CASE/ASSOCIATION TYPE screen appears. (See
Figure 4.)

Open Adversary Case

Lead case numher |02-10063
Association type IAdversary M

Figure 4

Enter the Lead Bankruptcy Case Number in yy-nnnnn format,
including the hyphen.

If the case number is invalid or if the lead case does not
reside on this database, an error message, “YY-NNNNN is
not a valid case. Please enter a valid value.” is
generated. You will not be able to proceed with the case
opening process. Research the reason for the error.

If you do not enter any number in the Lead Case Number
field the system will allow you to proceed with case
opening.

USBC - Southern District of Ohio
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L 4 The Association type defaults to Adversary. Other selections are
Consolidated, Jointly Administered, and Related. Leave the
default and click [Next].

STEP 5 The CASE ASSIGNMENT screen displays. Case assignment is
based on the lead Bankruptcy case. (See Figure 5.)

= 2]
UECF Bankruptcy + Adversary - Query -+ Reports -« Utilities - Logout ?

Open Adversary Case

Case 15 assigned to Pleasantville Division, Judge Strasherg
based on the lead Bankruptey case 02-1006%

M Clear

Figure 5
* Click [Next].

STEP 6 The PARTY SEARCH screen appears. (See Figure 6.)

)
EECF Bankruptcy +  Adversary + Query + Reports + Utiities + Logout o_

Open Adversary Case

Search for a party
SSN | Tax1d |

Last/Business name |Household
Search | Clear

Figure 6

L 4 Before adding a party, it is recommended that one search the
database for the filer. One can search by Social Security Number,
Tax Identification Number, Last Name or Business Name.

. Enter the last name of the party to be searched. If this is a
business filing, enter the first word of the name to search
the database. The entire business name is stored in the
Last/Business name field. The field size is 200 characters

USBC - Southern District of Ohio September 30, 2003
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Search Hints:

. Enter one field of data for each search.

. Format Social Security Number or Tax ID with hyphens.

. Include punctuation. (O’Brien, Zeta-Jones)

. Try alternate search clues if your first search is not successful.

. Partial names (minimum of two characters) can be entered.

. Wild cards (*) are not required at the end of search strings.

. Wild cards may be used before or within search strings. (*son, Gr?y)
. Do not search only by the asterisk * itself.

L 4 Enter the plaintiff's last/business name and click [Search]. In
Figure 6 we have entered the first word of the plaintiff's name
(Household).

NOTE: Do not use the asterisk * by itself as search criteria. If just

the asterisk is used, the entire database will be searched
and require unnecessary systems resources and may
degrade response time.

STEP 7 The SEARCH RESULTS screen appears. (See Figure 7a.)

z ]
UE F Bankruptcy + Adversary + Query + Reports « Utilities + Logout ?

Search for a party
S8 | Tax1d

Last/Business name I
Search | Clear |

Party search results

Househald Finance, =

|

Select name from list | Create new party

Figure 7a

NOTE: If the designated party was already on the database, the Party Search
Results screen would provide a listing of parties matching your search
criteria. In that situation you would select the party by highlighting the
name with your mouse and click on the [Select Name From List] button.
(See Figure 7b.)

USBC - Southern District of Ohio September 30, 2003
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L 4 In Figure 7b the only party on the database matching the search
criteria was Household Finance. Since our party, Household
Financial Services is not on the list, click the [Create New Party]
button.

Party search results
Household Finance, =]

[ -
Select name fram list | Create new party
Figure 7b
NOTE: Your name search may find more than one record having the same name

as shown in Figure 7c. Clicking on each of the names will display a
window showing the party’s address information for verification.

If none of the addresses are correct for this party, you can either 1.)
modify the address (for this case only) on the following PARTY
INFORMATION screen, or 2.) click on the [Create new party] button to
add a new person record with this address.

Search for a party

S8N | Tax Id
LastBusiness name |

hmerican Express

Search | Clearl 150 East Eight Ave.

San Antonio, TX 75334
County: Peachtres

Party search results

American Ex) 5,
American Express,

[

Select name from list | Create new party

Figure 7c

USBC - Southern District of Ohio September 30, 2003
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STEP 8 The PARTY INFORMATION screen appears. (See Figure 8.)
Party Information =]
Lastname [Household Financial Servi  First name I—
Middle name | Ceneration | Title |
SSN | 22311-1234 TaxTD [s5-z325567
Office | Address 1 |
Address 2 | Address 3 |
ciw [ State [ Zp [
County [Peachtres =] Comay [ |
Fhone [ Fax [
E-mail |
ProSe [na =]
Party text |
ptomay | _Aias | Roew | A8 dl omcys una disees weture
Submit | Cancel | Clear |
Figure 8

L 4 Enter the plaintiff’'s Name and Tax ID or SSN information in the
appropriate boxes.

L 4 Expand the Role Type selection pick list by clicking on the down
arrow V¥ and select Plaintiff.

L 4 The Party Text field is used for further party description, such as
A California Corporation or Executor for the Estate of.... This
information will appear on the caption of the docket report
immediately after the party’s name.

L 4 Click on the [Attorney] button on the PARTY INFORMATION
screen. (See Figure 8.)

STEP 9 For adversary openings ONLY, you will need to add yourself as
the attorney representing the plaintiff(s). Steps 9 - 11 will show
how this is done.

L 4 Your attorney record already exists on the court’s database in an
attorney roll that is maintained by court staff.

USBC - Southern District of Ohio September 30, 2003
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The ATTORNEY SEARCH screen allows you to retrieve your
attorney record by either State Bar ID or Last Name (or partial
Last Name.) (See Figure 9.)

Search for an attorney
BarId |
Last name Iwa
Search M
Figure 9
L 4 This exercise illustrates how one could search for the attorney
Heather Walker. The search clue entered in the Last name field is
the first two letters (minimum required) of her last name.
L 4 Click on [Search)].
STEP 10 The ATTORNEY SEARCH RESULTS screen will display all the
matches for the search clue you entered. (See Figure 10.)
Search for an attorney
Bardd [
Last name l—
Search |ﬂ
Attorney search results
=
Select name from list | Create new attormey
Figure 10
L 2 Highlight your name with your mouse and click on [Select Name

From List].

USBC - Southern District of Ohio September 30, 2003
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STEP 11

The ATTORNEY INFORMATION screen displays the master
attorney record from the court attorney roll. (See Figure 11a.)

| ZE

Attorney Information (Party Household Fmancial Services, )
Heather J. Walker Bar Id:Ti13245 Bar Status:Active

=
Bankruptcy + Adversary + QOuery + Reports -+ Utilities + Logout ?

Office |Ualker snd Associates Address 1 |945 Inverness Road
Address 2 | Address 3 |
City IEian Antonia State |Tx
Zp [rezaz Cowntry [
Phone [210-667-3456 Fax [
E-mail Ihjn@atty.net Lead attorney Im

Click the Add attomey or Cancel attorney button to returm to
Add attorney | Cancel attorney | Clear | the Party soreen and add other attorneys, add aliases, or
subimit all information for this party.

Figure 11a

Your attorney record can accommodate only one address. If the
address for this case is different, make the changes to this screen.
This will change professional and mailing information FOR THIS
CASE ONLY.

After verifying this information, click [Add Attorney] to associate
this record with your plaintiff.

The main PARTY INFORMATION screen again appears. (See
Figure 8.) At this time you could click on the [Review] button to
verify attorney and alias information for this party. Figure 11b
shows how this information is displayed.

Review attorneys and aliases
Househeld Financial Serices

Uncheck fo remove from Iisf

Attorneys added:
W lalker, Heather T,
“Walker and Associates
945 Inverness Road
San Antenio, T3 78233

Aliases added:

Mone added.
Retum to Party screen | Clear
Figure 11b

Click on [Return to Party screen].

When the Party Information screen appears again, click [Submit]

USBC - Southern District of Ohio
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STEP 12 You have added the plaintiff and if there are no more plaintiffs, the
next step is to add the defendant(s). The PARTY SEARCH screen
will appear again for that purpose. (See Figure 12.)
EECF Bankruptcy + Adversary + Query + Reports + LUtilities « Logout ?
Open Adversary Case
Search for a party
SSN | TaxId |
Last/Business name |hanmock
Search M
End party selection |
Figure 12
L 4 Enter party information for the defendant Frank T. Hammock.
Search by last name.
STEP 13 When the SEARCH RESULTS screen appears, the party will be
displayed because Frank Hammock is already a debtor on the
bankruptcy case. (See Figure 13.)
’E : Bankruptcy  +  Adversary + Query + Reports + Utilities + Logout ?
Search for a party
SSN | TaxId |
Last/Business name
Search M
Party search results
Harmmaock, Frank T.
[ |
Select name fram list | Create new pary
Figure 13
L 4 Highlight the name and click on [Select name from list].

USBC - Southern District of Ohio
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STEP 14 The SEARCH RESULTS screen appears next with this party’s
data and address as it is recorded in the database from the
bankruptcy case. (See Figure 14.)

z 1
UE F Bankruptcy «  Adversary ¢ Query + Reports + LUtilities + Logout o_

Party Information
[Frank T. Hammock SS8N:123.23-3548
Office | Address 1 [3467 Wayward Lane, Apt 3B
Address2 | Address3 |
City [San antomio State [t=  Zp [wmsse
County [Feashies =] Country |
Phome | T
E-mail |
ProSe [no =] Role [Dsfendant (dfi:pty) =l
Party text |
Submit | | Cancel | Clear |
Figure 14
L 4 Follow your court’s procedures for addresses for defendants. You

must select the Party Role by clicking on the ¥ down arrow for
the Role field. Highlight Defendant and click on [Submit]. The
defendant’s attorney information will be added at a later time.

L 4 The Party Search screen will reappear. Since the bankruptcy
case we are using is a joint case, we would complete steps 12-14
again for the other party (Carol A. Hammock in this case). When
all parties have been entered, click on [End Party Selection].

STEP 15 The ADVERSARY STATISTICAL screen appears.
(See Figure 15a).

= c Sy
UE F Bankruptcy +  Adversary + Query + Reports + Utlities « Logout ?

Open Adversary Case

Party code |ENVESIGISIENRENY]

Nature of suit IAZA (Obj/Revocation Discharge 727) j

Origin |1 Qriginal Proceeding =l

Transfer date I

Rule 23 (class action) |n =

Jury demand |Mone 'I
Demand ($000) I

Next Clear

Figure 15a
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NOTE:

Unless the US is a plaintiff or defendant in your case, accept the
default US not a Party as shown in Figure 15b.

a5 not a Party j

1 LS. is a Plaintiff

2 U5 15 a Defendant
53 US not g Party
Figure 15b

For our exercise select 454 (Recover Money/Property) as the
Nature of Suit of the complaint from the list below (See Figure
15¢.).

424 (ObjfRevocation Discharge 727 ;I

424 (Obj/Revocation Discharge 727
A26 (Dischargeability 523)

434 (Injunctive Relief)

435 alidity/Priority/Extent Lien
e (Hecover WMoney/Froperty]
455 (Revake Plan Confirmation)
456 (Declaratory Judgment)

457 (Subordinate Claimdnterest)
458 (Approval For Sale)

A58 (Application For Remowval)
498 (Other Actian)

Figure 15¢

Only one suit can be selected during the opening of an adversary
case.

Multiple suits will be handled according to the direction of your
court.

If there are multiple suits and one is a 727 Objection to Discharge,
it is important to enter 424 as the Nature of Suite here.

The Origin code defaults to original proceeding. (See Figure 15d.)
Accept the default. Other values are:

w

1 Criginal Praceeding

1 Original Proceeding
2 Removed From State
4 Reinstated/Reopened
& Other District Trans In

Figure 15d

eed

USBC - Southern District of Ohio
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CM/ECF Attorney

L 4 The default in the Rule 23 (Class Action) box is n. Change the
default to y only if this is a Class Action suit.

L 4 The default in the Jury Demand box is n (None). (See Figure 15e.)

Mane ;I
Defendant
Mone
Plaintiff
Figure 15e

L 4 For our case we will leave the default of None.

L 4 Dollar Demand. If there is a dollar demand, enter the amount in
thousands to the nearest thousand. For example, if the Dollar
Demand is $4550, $5,000, or $5499, you would enter 5 for $5000,
leaving off the 000. Since our Nature of Suit is Recover
Money/Property we will enter 29 for $29,000.00.

L 4 Verify the data on your screen and then click [Next].

STEP 16 The PDF DOCUMENT SELECTION screen displays. (See Figure
16a.)
Open Adversary Case
Select the pdf document (for example: CA139cy501-21.pdf)
Filename
| Browse...
Attachments to Docurent: # Mo © Ves
Figure 16a
L 2 To associate the imaged document with this entry, select the PDF

filename of the complaint you are filing.

. Click [Browse]. In the File Upload screen change Files of
type: to All files(*.*) then navigate to the directory where

USBC - Southern District of Ohio

September 30, 2003
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the appropriate PDF file is located and select it with your
mouse.

. To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open. (See Figure 16b.)

Look in: |3 PDF Files =l o+ = ek E-
@Zﬂlargest.pdf EBNC_SMNtc.de EExhibit.pc
T aFfidavit, pdf Tl certsve POF T Hearingmt
Higtomy '@F\mended Schedules, pdf '@ClaimForm.de '@Inventory
- T ANSWER , pof P Inwalunka
@ '@F\pplication - Filing Fees.pdf '@Cop\, A i IEjointmotio
D op '@F\pplication for Compensation. pdf '@Cop\, m IEList of all
d"’ﬁ '@F\pplication ta Employ . pdf I@CP‘.EI Prink '@Martin.pd
@F\pplication.pdf Dani 3 - Merna in 5
My Documents T apptsuce. POF Tloec. Ocan :\:thlruses. - . Tmation ty
'@appttr.PDF '@DDCL QE::Z \-'inlaw Plus '@Motion to
—— '@BNC COrder of Dischg,pdf '@Exhll cuick Frint '@Motlon ko
i | | o5 WinZip 3 |
File name: ICompIaint.pdf Send To Y
Filzs of e [airFiles =71 Qe Cancel |
Copy 5
Figure 16b
. This will launch the Adobe Acrobat Reader to display the

contents of the imaged document. Verify that the
document is correct.

. Close or minimize the Adobe application and if that is the
correct file, click [Open] on the File Upload dialogue box.
(See Figure 16c.)

File Upload 2=l
Look in: I 3] PDF Files LI L =5 ER-

Ezﬂlargest.pdf EBNC_S‘IthE.de EExhibit.pc
" aFridavit, pdf T Certswe. FOF T Hearinght
amended Schedules, pdf @Claimform.pdf Inventory
EP\NSWER.DCIF Comnplaint., pdf Elnvolunta
Enpplicatlon - Filing Fees.pdf ECDDV of Application to Employ . pdf E]olntmotlo
application For Compensation, pdf Zopy of Martin.pdf List of all
" application to Employ. pdf T cREDDISK. POF T Martin.pd
@npplication.pdf EDaniels_Dale_VPCh?.pdf EMemn ins
apptsucc. PDF EDeclaratiDn.de EMntinn ML
@appttr.PDF @Document.PDF ﬁMotion ko
"lBMC Order of Dischg.pdf T Exhibit 4 - val Petition. pdf T mMation to
JEN I —— 2]
File name: ICDmpIaint.pdf ;I Open I
Files of type: | &0l Files [%.7) =1 Cancel |

=

Figure 16¢c

USBC - Southern District of Ohio
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L 4 The PDF DOCUMENT SELECTION screen appears with the path
and PDF document in the Filename box. (See Figure 16d.).

Open Adversary Case

Select the pdf document (For example: C1198cv501-21pdf)

Filename

IC:\Data\From 0 on Lynx\PDF Files\Co  Browse.. |

Attachments to Document: @ No © Tes

Figure 16d

L 2 There will be no attachments in this exercise. Attachments will be
covered in another lesson. Therefore, leave the radio button

indicating No.

L 4 Click [Next] to continue.

STEP 17 The FILING FEE screen will display prompts for fee and receipt
information. (See Figure 17.)

[ EE

Open Adversary Case

Adversary + Ouery + Reports -« Utilities -+ Logout

Bankruptcy

COURT USERS ONLY: If this is a 727 Objection to Discharge, Set 7270BJ Flag Next.

If Paymg by credit card select NEXT to continue filmg, credit card verified at conclusion of docket entry Ti]
is exempt under 28 USC Section 1930, type EXEMPT in Receipt field and select NEXT to continue filimg.
Otherwise, leave the receipt field blank and press NEXT button

Receipt # | Fee: $150

M Clear
Figure 17

NOTE: You may see a displayed message such as the one in
figure 17 for COURT USERS ONLY: Disregard this

message.

USBC - Southern District of Ohio September 30, 2003
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If the filing fee is exempted or deferred enter the word EXEMPT
into the receipt number prompt box. Otherwise, leave this box

blank.

The Fee Amount defaults to the amount of the complaint filing fee,
$150.00.

Click [Next] to continue.

The following screen may appear. (See Figure 18.) Click [Next].

Figure 18

The FINAL DOCKET TEXT screen displays. (See Figure 19.)

Open Adversary Case

Docket Text: Final Text
454 (Recover Money/Property): Complaint by Household Financial Services against
Frank G. Hammock, Carol A. Hammock. Receipt Number CC, Fee Amount $150

(Walker, Heather)

Attention!! Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue.

Figure 19

Proof this screen carefully! No further editing in the case opening
process is allowed after this screen. If Docket Text is correct, click

[Next].

If any part of it is incorrect, click the browser [Back] button to
return to the screen you need to correct. Then process the
screens again with the respective [Next] or [Submit] buttons.

USBC - Southern District of Ohio

September 30, 2003
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NOTE:

NOTE:

STEP 19

When an adversary case is opened, the complaint information
is spread over to the main bankruptcy case. (The case
number does not appear in the docket text.)

When the judgment is rendered, the ruling will also spread
over to the main bankruptcy case.

To abort or restart the transaction at any time up until the final
docket text screen, click the Adversary hyperlink on the Menu
Bar.

The NOTICE OF ELECTRONIC FILING screen appears.
(See Figure 20a.)

EECF Bankruptcy -  Adversary - Query o Reports

Open Adversary Case 2
T7.8. Bankruptey Court
Systems Deployment and Support Division
[Notice of Electronic Filing

The following transaction was received from Walker, Heather entered on 9/6/2002 at 2:33 PM CDT and filed on 9/6/2002
Case IName: Househeld Financial Services v Hammock et al

Case Number: 1.02-ap-1004

Document Number: 1

Case Name: Frank G. Hammeck and Carcl A Hammock

Case Number: 1.02-bk-10069

Document Number: 12

[Docket Text:
454 (Recover MonewProperty): Complaint by Household Financial Services against Frank G. Hammock, Carol A Hammock.
[Receipt Mumber CC, Fee Amount $150 (Walkcer, Heather)

(The following document(s) are associated with this transaction:

[Document description: Iain Document

Original filename: O\ECF_Students\PDF Files\Complaint pdf

[Electronic document Stamp:

[STAMP bkecfStamp ID=981735245 [Date=%/6/2002] [FileNumber=7643-0] [6c
Be249e2c6620038ac8223a26024f21274 5420816 9feab 0aab 1ad68848ecead0calece
fdcade691a037ec24db 5d32ef9d2 7l e dBft df3 Tedfe d9dB06029c]]

[Document description: Iain Document

Original filename: O\ECF_Students\PDF Files\Complaint pdf

[Electronic document Stamp:

[STAMP bkecfStamp ID=981735245 [Date=9/6/2002] [FileNumber=7644-1] [44
8a52c528341d51500bd9 1eefbOb36a74cc63cad58551a0a27c98de 11628002abeBeT6
cafll425d0fd3 939 1069526 dbbBde22ce 896 Sacc 25884 584 120c6]]

1:02-ap-1004 Notice will be electronically mailed to:
[Heather T Walker  walkerh(@atty net

1:02-ap-1004 Notice will not he electronically mailed to:
1:02-bk-10069 Notice will be electronically mailed to:
[William W Thormpsen  wwihompson@trustes net,
George T Walker — glwalker(@atty net

[Heather J. Walker  walkerh@atty net

Figure 20a

USBC - Southern District of Ohio
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L 4

The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’s database. It certifies that
this is now an official court document.

The case number is a hyperlink to the docket sheet and the
document number is a hyperlink to the PDF document image.
Clicking on either of these links will bring up the PACER login
screen. (See Figure 20c). The case number of both this
adversary and the lead bankruptcy case appear. This
indicates that this complaint entry has spread to the bankruptcy
case and will be available to anyone reviewing the Bankruptcy
Docket report. The hyperlink to the imaged PDF complaint is also
accessible from the bankruptcy case.

EECF Bankruptcy + Adversary + Query + Reports -+ Utilities + Logout
PACER Login

Notice
This is 1 Resiricted Weh Site for Official Court Business only. Unauthorized entry is prohibited sulyect to
prosecution under Title 12 of the .3, Code. All activities and access attempts are logged.

Instructions

Enter your ECF login and password for electronic filing rapabilities. If wou do not need filing capabilities, enter
your PACER login and password. If you do not have a PACER login, contact the PACER Service Center to
establish an account. You may register online at hitppacerpscuscourts gov or call the PACER Service Center
at, (3000) 676-6256 or (210) 301-6440

A access fee of $.07 per page, as approved by the Tudicial Conference of the United States at its September
1998 session, will be assessed for access to this service. All inguiries will be charged to your PACER login that
is kept on file. If you do not need filing capahilities, enter your PACER login and password. The Client code is

provided to the PACER user as a means of tracking transactions by client. This code can be up to thirty two
alpharmmetic characters long.

Authentication

Login: I
Password I

Client code I

" Wake this my default PACER login

Login | Reset |

Figure 20c

To print a copy of this notice, click the browser [Print] icon.
To save a copy of this notice, click [File] on the browser menu

Trustee and Attorney users will have access to the Notice of
Electronic Filing at the time of their filing. Subsequent access to
any Query or Report programs must go through the PACER
system. (See Figure 20c.)

USBC - Southern District of Ohio
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L 4 Further access to the Notice of Electronic Filing is available
though the electronic docket report. When this option is selected,
a bullet appears next to the document number of the event on the
docket report. (See Figure 20b.) Clicking on this bullet will display a
copy of this notice. Attorney users will be presented with a PACER
login screen first.

Filing Date | # Docket Text

09/06/2002 | @1 | 454 (Recover Money/Property): Complamt by Household Financial Services agamst Frank G.
Harnmock, Carol A, Hammock. Receipt Mumber CC, Fee Amount $150 (Walker, Heather)
{Entered: 08/06/2002)

Figure 20b

L 4 When a copy of the Notice of Electronic Filing is mailed to each
subscriber on the case, the following message will display at the
top:

***NOTE TO PUBLIC ACCESS USERS***
You may view the filed documents once without charge. To avoid
later charges, download a copy of each document during this first
viewing.

USBC - Southern District of Ohio September 30, 2003
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Submission of Summons
for Court Issuance

After an Adversary Proceeding has been opened, you will need to prepare a
Summons for each defendant listed in the complaint. A blank summons form is
available from the Clerk’s Office or in the Forms section of the Court’s website. A
prepared summons may be submitted to the Court for the Court to issue
electronically.

STEP 1

STEP 2

Click on the Adversary hyperlink on the CM/ECF Main Menu. (See
Figure 1)

)
EECF Bankruptcy + Adversary + Query + Reports « Utilities + Logout ?

Figure 1

Click the Complaint & Summons hyperlink on the Adversary Events
screen. (See Figure 2)

| Bankruptcy Adversary

Adversary Events

Answers. .

Appeal

Clomplaint & Sumimons
Mlotions

Hotices

Cipen AP Case

Other

Figure 2

USBC - Southern District of Ohio September 21, 2003
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STEP 3 The Case Number screen displays the last case number used in this
CM/ECF session. If this is the correct case, accept it by clicking
[Next]. Otherwise, enter the correct case numberin YY-NNNN format
and click [Next]. (See Figure 3)

EE F Bankruptcy Adversary

Complaint/Summons

Case Number

|D3 —-5014 99-14345, 1:99-bk-12345 or 1-99-hk-12345

Mext Clear

Figure 3

STEP 4 Select the Unissued Summons event from the Event Selection
screen. (See Figure 4)

EE F Bankruptcy

Complaint/Summons

Adversary

2053-ap-05014 Sears v. Easter et al

Counterclaim -
Crossclaim

Motice of Removal

Registration of Fareign Judgment
Summons Service Executed
Summonsg Service Unexecuted
Third-Party Complaint
Inissued Summons

Mext Clear

Figure 4

USBC - Southern District of Ohio September 21, 2003
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®  Click [Next].

STEP 5 The PDF Document Selection screen will display. (See Figure 5)

| EE F Bankruptcy Adversary

Complaint/Summeons:
3:03-ap-05014 Sears v. Easter et al

Zelect the pdf document (for example: CA19%cw501-21 pdf).

Filename

| Browse...

Attachments to Document: * No ¢ Yes

Mext Clear

Figure 5

L 4 Click [Browse], then navigate to the directory where the appropriate
PDF file is located.

. To make certain you are about to associate the correct PDF
file for this entry, right click on the file name with your mouse
and select Open. (See Figure 5a.)

¥ Starter Database Area - Netscape

File Edit View Go Communicator Help

4 ¢ A D . o m S 4 @ @ |
Back  Fowad  Reload  Home  Seach  Melscape ik Secuiy  Shop Stop
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¥ trainer atrainPACER atrain astudent] bhy2 CH/ECF INTERMAL €] CMECF RESOURCE RealPlayer
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EEC e 2 igout y

llo_)

Look in: |5 POF Files [ O o s
File a Motion: (| z0largest. o FBNC_341Mte pdf T Exhibit.pc
02-1006% Frank 1 B Affidavit, pf B\ certsve POF TlHearinalut
Bnmended Schedules, pdf gclaimform‘pdf ﬂlnventory
(] A wWER. pdf | Complaint ndf Tlirvoalunta
T application - Filing Fees, pdf [|Copy of Application to Employ.pdf T inintmatio
Select gCopy of Martin.pdf ﬂL\st of all
Select the pdf doc [Tl Applicati T CREDDISK, PDF TMartin.pd
. ] applicati W F|Daniels_Dale_vPCh7 . pdf TlMemain s
Filename Flapptsuce  Prink | Declaration.pdf | Motion M
li ﬂappttr.P aDocument.PDF ﬂMutmn to
Flenc ord oo For Viuses.. KRR ik 4 - val Patition. pof TMation to
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Quick Print
File name: o) winzip » pensation.pdf j Open I
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Figure 5a
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. This will launch the Adobe Acrobat Reader which will display
the contents of the imaged document. Verify that the
document is correct.

. Close the Adobe application if that is the correct file, click
[Open] on the FILE UPLOAD dialogue box. (See Figure 5b.)

Laok in: [ =3 PDF Files = « &k B3~
ﬁ:?ulargest.pdf EBNC_SMNtc.de EExhibit.pc
T Ak Fidarvit, pof T certsve, POF T Hearingtit
EAmended Schedules. pdf @CIaimform.de ﬂlnventory
ﬂANSWER.de ECDmplaint.de @Involunta
'E.ﬂ.pplication - Filing Fees.pdf '@Copy of Application to Employ. pdf '@jointmotio

‘spplication for Compensation. pdf '@Copy of Martin.pdf ﬁLiSt of Al
"] 4pplication ta Emplay . pdF T CREDDISK.PDF "B artin.pd
Enpplication.pdl’ '@Daniels_Dale_\-‘PCh?.de '@Memo ins
ﬁapptsucc.PDF ﬁDeclaration.de '@Motion T
ﬂappttr.PDF @Document.PDF @Motion s}
TEIBNC Order of Dischg.pdf TJExhibit & - Yol Petition. pdF T Motion ko
N I3

File name: IAppIication for Compenzation. pdf j Open I
Filez af type: IAII Filez [*.%) ;I Cancel |

P

by Metwork P...

Figure 5b

L 4 The PDF DOCUMENT SELECTION screen will now show the
pathway to the PDF file. (See Figure 5c)

EE F Bankruptcy Adversary

Complaint/Summons:
203-ap-05014 Sears v. Easter et al

Select the pdf document (for exxample: CA199cw501-21 pdf).

Filename

|H:‘\.ECF Training' Training PDFs\hi50a | Browse...

Attachments to Document: * Mo ¢ Tes

Mgt Clear

Figure 5¢

&  Click [Next].
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CM/ECF Attorney
STEP 6 You will now be prompted to enter the name of the defendant listed on
the summons. (See Figure 6)
i Bankruptc Advers:
O ptcy versary +  Query
Complaint/Summons:
203-ap-05014 Sears v. Easter et al
The Issued Summons will be returned to you for service via a Notice of Electronic Filing.
Enter the name of the defendant tsted on the smmnons:|HiChaEl Easter
Mext Clear
Figure 6
L 2 Enter the name of the defendant listed on the summons.
®  Click [Next].
STEP 7 The Final Docket Text screen will now be presented. (See Figure 7)

| EEC F Bankruptcy Adversary . Query . Reports

Complaint/Summons:
303-ap-05014 Sears v. Easter et al

Docket Text: Final Text
Submission of Swnmons for Cowrt Issuance. Re: Defendant Michael Easter. (Attormey, )

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this

submission if vou contmue.

Clear

Figure 7
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L 4 Verify the final docket text. Read the Attention!! Message and
proceed.

L 4 If correct, click [Next].

STEP 8 The Notice of Electronic Filing will be generated and displayed.

The Court will review the submitted summons and issue the same.
When completed, the summons will be returned to you via a Notice of
Electronic Filing. Once you have received the Notice of Electronic
Filing, click on the document number hyperlink to open the issued
summons. The summons may now be printed out and served.

Once the summons has been served a Certificate of Service should
be filed using the Summons Service Executed docketing event.
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